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APPLICATION FOR RECORDS RETENTION SCHEDULE DeARYMENT QFFlCE OF rW€ SECRETARY OF STATE 
ARCH,VESANO HISiORY 

,~:- x-.:.k-* .__,-... - -.. .. ~~ .. .. ~ ~ ~~ ~ ~ 

INSTRUCTIONS: See Publication No. 76-OM-1 for ins-iiuctions on completing tbir form. Forward signed original to 
Department of Archives and History, Records Management Oivirion, 330 Capitol Avenue, Atlanta, Georgia, 30334. 
Attantian: Schedulini 

11-7-79  
Wlar ion  NumW 

. 

- .  ~~~ ~~ . . ~~ 

mion. 

1. Agency Address 
~~ ~ 

_ _  ~ . 

Department  of Educa t ion  
O f f i c e  of A d m i n i s t r a t i v e  S e r v i c e s  
F a c i l i t i e s  S e c t i o n  
Room 101, E d u c a t i o n  Annex 
156 T r i n i t y  p v e .  ,SW, A t l a n t a ,  GA 

Working Ti t le 
~ ~~ 

~ ~~~~ ~ 

~~ ~ ., ~~~ ~. 

Tdephone Number 

8. 
b. 

Gtabiivl Retention Schedule: record will continue to accumulate. 
0 Dispose of present accumulation; no funher accumulation anticipated. 

&,,.O_Amend Awllcla_on No. - - -~ -.@=~cw 0 Change:. 0 ~Superceda:_t lvoid I ~ _ ~ _ ~ _ I _ . ~ .  ~-,;,-~-+. 
Recards Seri&~Xtla ~IfoNaw& by title ured in a f fb ;  if different) L D m s d  .%ria, 

Laartiest 
To Date SCHOOL FACILITIES SPACE INVENTORY INPUT FILES 

~~~ . ~ I - = ~ I _ s  _.I_ __ -1 ~ . . . ~ ~~- . ~~ ~~. ~~~ ~ -~ ~ . 
L Diviridn md Offia Funnion M a t  i s  the function of the Division and the Office in which this record series is created? 

1979 

. .  . ~~ 

The F a c i l i t i e s  S e c t i o n  works  w i t h  local s c h o o l  sys t ems  t o  p roduce  and 
m a i n t a i n  a d e q u a t e ,  a t t r a c t i v e  and s a f e  p u b l i c  s c h o o l  p h y s i c a l  f a c i l i t i e s .  The u n i t ' s  
s t a f f  o f  a r c h i t e c t s  and e n g i n e e r s  a p p r o v e s  p l a n s  f o r  a d d i t i o n s  and new b u i l d i n g s ,  
i n s p e c t s  e x i s t $ g  b u i l d i n g s  t o  i n s u r e  t h a t  s t r u c t u r e s  are  safe and t h a t  s p a c e  and 
equipment  a re  a d e q u a t e  and e f f i c i e n t l y  u s e d ,  and c o n d u c t s  workshops and t r a i n i n g  programs 
t h r o u g h o u t  t h e  s t a t e  f o r  l o c a l  ma in tenance  and c u s t o d i a l  p e r s o n n e l .  

.. 
-.~ .' 

_ _  . ;__l_~~..-t~.II_.. .~ ~ .. ~. ~ ~ 

.. . 
~~ 

II___~~.-_ .~~ . -~ . - . . . 
). Ramrd Serie, Desuiption T h i s  file contains the following documents findude form numberrand titles, ifany): 

Am& samples of the file. 
0ocu~ntSrelatingto:inventorying s t a t e  p u b l i c  s choo l  f a c i l i t i e s ,  a s  mandated by H.B .905 .  

Indudedare: DE Form 0902,  Space  F i l e  I n v e n t o r y  (OCR Computer I n p u t )  Form. 

File isarraoqed: n u m e r i c a l l y  by DP Batch  No. ; t h e r e u n d e r  ~ n u r n e r i c a l l y  by s c h o o l  sys tem number. 

. -~ - ~ . . .. .. .. ~~ 
x ~ ~ - .  . ~ -~ ~~~ .. - 

I. &nthly Rdersncd Rate How often are records referred to whi;h are: 
-' 

One to six months old _ _ ~ ~ ~ ~  0 ~~ ~ . Seven to twelve months old -~ 0 
Iwentv-five m n t h i  and older - 0-'. - .; Thirteen to twenty-four months old __ 0 

=) 
, -  _ _  _ ~ ~ ~ . L ~  ~ ~. - ~ _ .  . ~.~ -___lr.._, . ~- - ~~ ~~~~ ~. ~ . ~ . ~  

I. Annual R a n  of Amrmulation~d Rear& 
Lmw4in drawtrs __ :. .: Lmpl-lizc drawers ~~ ~~~~~ ..; Shelves - . ~ =  ; Other frpecify) --zbo?S? . __._ 

a f t e r  i n i t i a l  load .  



a. When one or 
, Pocumam bs scheduled-seoaratelvl~ ~~ ~. . 

documents in the file make it n e w s t y  to keep the entire file for a long period, could these 
__-.___I___ ~~~. ~ 

~ ~~ ~ 

.Is thahformaiion wnained inthis series ever oublirhed? If yes. attach CODY, ~ - __ -  ~ ~ ~ _ _ ~ ~ ~ ~ _ _ ~ ~ ~ ~ i . ~  .- _- ~ 

report? 
- ~ ~ ~ _ ~ _ _  . .. . .__.; 

~~ 

. I .  a computer-~file.-: ~~ ~r -- 
~ . .  ~ ~ ~ 

~ ~ ~ 

~~ -- . ~~ ~~ ~~ ~ . .__ .. .-. ., 

,years. a. st&-LnV -~ - 0 .years. d. Audit period . __ 
b. S O t M  of limitation ---~ ~~ ~ ~ .years. e. Administrative need -~~ 3,~ ~. _--years. 

.~ .yaar3. f. FedHal retention inmuctions - -yean. C h d W d  IW 0 

0 - ~ 

0 

AqCh wpy or e x m i  of laws M regulations. Explain administrative n e d .  ~. , .  
-! 

These records  a r e  needed t o  be r e t a ined  as 'computer  back-up f i l e s  f o r  3 years .  

~ 

- - - ~  . - ~ ~  
~ ~~ . . . ,  ~~~ ~ 

-1--~--L-LX z - . ~ - 3 ,  --- ~~~~~ 

. ' ,  ~~~ 2 Appro+ Dlspqition Instmainns . -This agency recammidr that the file series be cut off 
+ 

~ CI QlmGar Year: o Fiscal Year; KI Oth& -& soon: as.~,informatio_n_: 
is i npu t  i n t o  t h e  . .  computer, then ~. 

, _  0 Hold in the current files area - ..-~;.mcnth(s) 
0 Transfer to local holding area; hold -~ 
.)d Desuev. 
0 Trmder to State Archives for permanent retention. ', 

0 othr lspnitvl 

: ~ -'yeads); then 
. .  - 

~~ --yeark); then - 
- 

Transfer to State Records Center; hold 3 - -  -ycar(s); then 

. 


